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and administrative direction of others and meets the requirements for coverage as described in the General Schedule Supervisory Guide.
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FINANCIAL SPECIALIST
GS-501-12

Introduction

This position is located in the Financial Management Section in the Comptroller’s
Branch, Office of Policy and Management. The incumbent will serve as Financial Management
Specialist on major issues affecting the financial operations of the Region 4 Finance office.

This position consists of: (1) providing financial information, technical advice and
guidance to management and operating officials, (2) assisting in implementing and administering
EPA finzncial policies and procedures, (3) preparing financial reports to meet agency, Treasury,
and OMI3 requirements, and (4) operating a computer based integrated accounting system.

In addition, the incumbent of this position has the responsibility for tracking financial
functions covered under the Chief financial Officers Performance Measures; EPA-Automated
Clearing House (ACH) ; the Vendor Express Program, funds control, accounting and payment
processing for fiscal audit and maintenance of all EPA Program and Construction Grants, travel,
commercial and government accounts payable.

Major Duties and Responsibilities
-Represents the region on national and regional workgroups that formulate the agency’s
financial operating processes.

-Responds to inquiries from regional staff, other regional offices, states agencies and the
general public concerning the interpretation and application of the prompt pay act and financial
regulations.

-Prepares state allocation of prior years recovered funds. Maintain summary records by
state of all grant decreases and reconcile document to the Advice of Allowance.

-Reviews and reconciles the monthly capitalized equipment report to ensure fixed assets
balances in the Fixed Assets Subsystem (FAS) are accurate.

- Performs in-depth analysis-of all charges made against EPA-ACH program and
construction grants to ensure propriety of charges. Initiates details/complex audits of accounting
entries in IFMS. Incumbent has primary responsibility to provide advice and assistance on
Federal financial requirements for the EPA-ACH policies and procedures to State and local
agencies receiving grant funds.

- Coordinates on-site yearly reviews of State and local agencies in connection with
financial grant requirements. Responsible for determining the need for obtaining information
required about Financial Management systems, Federal Cash Transaction Reports (FCTR) and
Financial Status Report (FSR). Provides guidance and assistance to State and local personnel on
. potential problems pertaining to grant draw downs and balances.
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Factor 4. Complexity

Incumbent advises office of Comptroller managers of the status of all Account; Payable
reimbursements. Work involves the consideration of legal and regulatory constraints, availability
of funds, legality of reimbursements and fiscal year-end time frames and deadlines. Ircumbent
determines the propriety of all Accounts Payable documents and cost claimed which involves
frequently making decisions and recommendations concerning the technical treatment of such
documents.

Factor 5. Scope and Effect

Financial accounting advice and guidance is provided to EPA travelers, vendors, program
managers and administrative personnel on effectively using all Accounts Payable funds. Work
efforts contribute to the accomplishments of the Agency’s mission. The financial and accounting
expertise of the incumbent ensures the completeness and propriety of all government claims
managed by the EPA, Atlanta Financial Management Office.

Factor 6. Personal Contacts

Incumbent has a wide range of telephone and personal contacts on a daily basis with the
Office of Comptroller management, accounts and other Financial management Specialists.
Frequent contacts occur to all EPA Regional and field offices, other Federal Government
agencies, state agencies, program managers, administrative personnel, EPA travelers, vendors,
and EPA Headquarters. '

Factor 7. Purpose of Contacts

Contacts with EPA travelers, program managers, administrative personnel, vendors and
other EPA offices are for the purpose of obtaining or providing financial information and the
status of reimbursements. Incumbent is persuasive with all contacts to ensure all incurred costs
are properly reported and reimbursed. Contacts with other EPA locations is for the pupose of
. obtaining or exchanging financial data on all reimbursement costs. Advice, expertise :nd
interpretation of Agency policy and guidance is provided to requested officials at all levels.

Factor 8. Physical Demands

The work is mostly sedentary which involves pulling and reviewing of financial records
and files. Occasional travel is required.

Factor 9. Work Environment

The work is performed in an office setting.



